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	Route this form to:

U Services Human Resources

300 Donhowe Building

319 15th Avenue SE

Minneapolis, MN 55455

FAX: 612.625.6675

E-mail: ushr@umn.edu

	Probationary Employee Progress Report – Front-Line Staff
	



**Change page layout to landscape before printing this form.
	Employee Name:      
	Employee ID #:      
	Date of Review (m/d/yyyy):      
	Date of Hire (m/d/yyyy):      

	Job Title:      
	Sick time taken:      
	Number of tardies:      

	Evaluation Period (m/d/yyyy):                              to                            
	 FORMCHECKBOX 
  360 hours
	 FORMCHECKBOX 
  680 hours


	KEY OUTPUTS/SERVICES
Please rate the job performance of this employee. Use the following job criteria to rate the employee. Check off each skill/ability you have observed the employee performing.
	HOW OFTEN DOES EMPLOYEE ACCOMPLISH OUTPUT?
Response Scale: 1 = Almost Never; 2 = Rarely (under 50%); 3 = Sometimes (50-70%); 4 = Usually (70-85%); 5 = Almost Always (85-100%)
	EXAMPLES OF DISPLAYED OUTPUT
Please justify your reason for rating the employee by documenting specific behaviors you observe and specific results you see the employee producing.

	Safety

 FORMCHECKBOX 
  Fosters safety

 FORMCHECKBOX 
  Follows safety policies/procedures

 FORMCHECKBOX 
  Committed to & complies with safety rules

 FORMCHECKBOX 
  Attends/participates in safety meetings
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

1

2

3

4

5


	     


	Customer Service

 FORMCHECKBOX 
  Always puts customers first

 FORMCHECKBOX 
  Displays friendliness & courtesy towards customers

 FORMCHECKBOX 
  Able to understand and solve customer’s problems
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

1

2
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4

5


	     


	Interpersonal

 FORMCHECKBOX 
  Team player/able to work with others

 FORMCHECKBOX 
  Able to adopt to changing priorities

 FORMCHECKBOX 
  Able to resolve conflict positively
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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4

5


	     


	Performance

 FORMCHECKBOX 
  Continuously improves performance/learns quickly

 FORMCHECKBOX 
  Able to take direction from supervisors

 FORMCHECKBOX 
  Takes initiative/does more than minimum requirements

Performance continued…
 FORMCHECKBOX 
  Punctual/regular attendance

 FORMCHECKBOX 
  Able to solve problems/make decisions

 FORMCHECKBOX 
  Able to work independently

 FORMCHECKBOX 
  Complies with unit standards/policies
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
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5


	     


	Physical/Mental Ability

 FORMCHECKBOX 
  Able to meet lifting requirements of the job

 FORMCHECKBOX 
  Alert, Accurate, Agile (able to move quickly & easily)

 FORMCHECKBOX 
  Able to read and write/follow written instructions
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

1
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4

5


	     



	Supervisor’s concluding remarks:

     


	Supervisor’s Signature:      
	Date (m/d/yyyy):      

	Manager’s Review and Signature:      
	Date (m/d/yyyy):      

	Employee’s Remarks:

I have read this report and my remarks on its contents are as follows: 
     


	Employee’s Signature:      
	Date (m/d/yyyy):      

	Overall Performance Level: 
	 FORMCHECKBOX 
  1
	 FORMCHECKBOX 
  2
	 FORMCHECKBOX 
   3
	 FORMCHECKBOX 
  4
	 FORMCHECKBOX 
  5

	If this rating marks the end of the employee’s probationary period, does the employee pass probation?
	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

	** NOTE:  It must be recognized that performance on any single factor may be so low or violation of some work rules so severe as to remove the probationary employee from employment regardless of performance on other factors.


The University of Minnesota is an equal opportunity educator and employer.
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